Transaction Steps ASC_HCM_HRBN_Tutorial_Cancellation

Purpose
Use this procedure to cancel the employee's health plan.
Prerequisites
o Employee has completed necessary procedures to cancel plans through EBD.
Menu Path
Use the following menu path(s) to begin this transaction:

e PA30 - Human Resources s Personnel Management s Administration = HR Master Data
=» PA30-Maintain

Transaction Code
PA30/HRBENO0014
Tips and Tricks

Cancellations will only be used to cancel coverage for employee benefits.
Cancellation can be processed to cancel health plans for a recently married employee
who has health coverage through their spouse's employer.

¢ Once the Adjusment Reason-Cancellation has been created in PA30 and saved, the system
will automatically transfer to transaction HRBEN0014 to complete the cancellation process.

¢ When processing a cancellation in PA30, the date to end participation will be the last day of
the coverage month. If any other date is used, an error will occur.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU

=
Menu Edit Favorites Extras System Help

g B AEH Cee DHR DDho0 BE @M
SAP Easy Access AASIS MENU

o=l EEIEE

CJ Favorites.
< {3 SAP menu;
b (3 Office

b (3 Logistics

b (3 Accounting

P (3 Human Resources

b (3 Information Systems

D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

I | SESSION_MANAGER B3| sapetr [ INS |

2. Asrequired, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter transaction code.
Example:
PA30
3. Click Enter &
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Maintain HR Master Data

=

HR master data Edit Goto Extras Utilities Settings System Help

g 1 AEH Qe LHE Do BE @M

E]w

Maintain HR Master Data

D)z |@kz 8]

Personal Data
Organizational Assignment
Addresses

Basic Pay

Family Member/Dependents
Residence Status
Additional Personal Data
Communication

[T T T T TT]

From

OFrom cur.date
OTo Current Date
O Current Period

=] Choose

Personnel no @

Addtl. Employee Data , Employment Issues  Career Management W (e
Infotype text [E.][ "] [Period
Actions @ Period

To

O Curr.week

O Current month
O Last week

O Last month
O Current Year

Direct selection
Infotype

[

b Pa30 B sapetr [INS | [ /7

4. As required, complete/review the following fields:

Field

R/OIC

Description

Personnel no.

Required

Enter personnel number of employee whose plan

is to be cancelled.

Example:
1260

5. Click Enter &.
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Maintain HR Master Data

= [ElC]E]
HR master data Edit Goto Extras Utilities Settings System Help

g 100 e@e LR anos D 0B

Maintain HR Master Data

11725 e e

Personnel no. 1260 B
Name Macy Greys
EE group 1| Regular State .. Pers.area [HL36| washington County

EE subgroup UE | Employee Cost Center 627017 OFM BAAD100

Personal Data

Infotype text |E| |_| Period
Actions v [2| | ®Period
| |Personai Data v 5| From |10 |
| |Organizational Assignment v OToday O Curr.week
| |Addresses v QAll O Current month
| |Basic Pay v OFrom cur.date O Last week
| |Family Member/Dependents v OTo Current Date OlLast month
| [Residence Status v O Current Period O Current Year
| |Additional Personal Data 4 = = Crooes
Communication [+
Direct selection
Infotype | sty ‘—‘

[ U [ Pa30 B sapetr [INS | [ 7

6. Ciick drop-down @
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Maintain HR Master Data

=
HR master data Edit Goto Extras Utilities Settings System Help

[B:]E]

g | i eGe CHE fnod BE @B

Maintain HR Master Data

11725 e e

Personnel no. 1260

B

Nare Macy Greys |

EE group [1] Regular State .. Pers.area [HL38] washington County

&l

¥ Personal Data

Addtl. Employee Data
Employment Issues
Career Management

Payroll

Taxes
Gamishments
Time

EE subgroup |UE| Employee Cost Center OFM BAAD100
G|
Infotype text |E| |_| Period
lActions v [2 | ®Period
| |personal pata v & From To
: Organizational Assignment v OToday O Curr.week
| |Addresses v QAll O Current month
| |Basic Pay v OFrom cur.date O Last week
| |Family Member/Dependents v OTo Current Date OlLast month
| [Residence Status v O Current Period O Current Year
| |Additional Personal Data (% = Crooes
Communication =
Direct selection
Infotype | syl |

U [ Pa30 B sapetr [INS | [ 7

7. Click Benefits menu item ‘_
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Maintain HR Master Data

=
HR master data Edit Goto Extras Utilties Settings System Help

g 100 e@e LR anos D 0B

Maintain HR Master Data

1|72 5 e e 1

Personnelno. 1260 |

Name Macy Greys ]

EE group 1| Regular State .. Pers.area [HL36| washington County
EE subgroup UE| Employee Cost Center |627017 | OoFM BAAD10D

Benefits

Infotype text 2] |_| Period
] v [2]|| @Period
:Famlly Member/Dependents v From |To
| _|Adjustment Reasons v OToday O Curm.week
| _|Health Plans v QAll O Current month
| Insurance Plans (4 OFrom cur.date O Last week
| |Savings Plans v OTo Current Date OlLast month
| |Miscellaneous Plans O Current Period O Current Year
_F[exible Spending Accounts = = Choose
Benefits Medical Information [+
Direct selection
Infotype [ | sty ]

[ U [ Pa30 B sapetr [INS | [ 7
8. Select Adjustment Reasons D
9. .
Click Create .
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Create Adjustment Reasons

= ]
Infotype Edit Goto Extras System Help w
V] 240 (eAQ SHEIDDLHN HE @

Create Adjustment Reasons

EELE]

Personnel No 1260 Name Macy Gr..|Status Active
EE group 1| Regular State Em_. Personnel ar  HL36 ‘Washington County
EE subgroup  |UE| Employee SSN 999-19-2747
Start lD 12/31/9999
06012010
06/30/2010

Adjustment Reaspg /1372010

Benefit area [06/01/2010 of Arkansas-US

Adjustment regoco. 10 a
& 05/31/2010

850110

[ 0 [Pa30 P8 sapetr [INS [ ]

10. As required, complete/review the following fields:

Field R/O/C Description

Start Required Enter the last day of the month of the health plan
coverage.

Example:
07/31/2010
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Create Adjustment Reasons

= [B:]E]
Infotype Edit Goto Extras System Help w
@ 1 ABICee CHE DDL8 BE @

Create Adjustment Reasons

EELE]

PersonnelNo | 1260 Name Macy Gr.|Status  Active

EE group [1] Regular State Em.. Personnelar  [HL36 Washington County
EE subgroup  |UE| Employee SSN 999-19-2747

Start vl37/31/2l]1E|tU 12/31/9999

Adjustment Reason Data

Benefit area State of Arkansas-US ]
Adjustment reason |& ]

[ U [ Pa30 B sapetr [INS | [ 7

11.

(i

Click Adjustment reason drop-down box AE"/
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Create Adjustment Reasons

=
Infotype Edit Goto Extras System Help

E]Elw

(VA 340 CEeQ  ECHE I HDLN PRE @m
Create Adjustment Reasons

EE2]

Personnel No | 1260 Name Macy 6r.|Status  Active

EE group 1| Regular State Em.. Personnel ar  [HL36 Washington County
EE subgroup [UE| Employee SSN 999-19-2747
Start 07/31/2010) to 12/31/9998

Adjustment Reason Data

Benefit area |State of Arkansas-US |
Adjustment reason | a|
CANC C:
DDEP Deceased Dependent
DIV Divorce

EBD1 For EBD only

FAM  Family Status Change
FLEX Flex Spending Acct

HIP HIPAA

HIRE New Hire Enroliment

INED  Ineligible Dependent [+
JOB__ Transfer(Rtr. Plans) [~

I

U [ Pa30 B sapetr [INS | [ 7

12. Select Adjustment reason-Cancellation from the list of items CANC Cancellation

13. Click save &

Deviation from end date

I[I7 Deviation from end date

Current end date: 12/31/9999
Calculated end date:  08/30/2010

Do you want to replace the current
end date with the calculated end date?

Cancel

14.
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Termination of Plan Participation

=
Termination Edit Goto System Help

g A HCeQ SRR IDDL0IBE @m

E]w

Termination of Plan Participation

Direct selection Selection set

Termination for

Name Vanessa Huxtable

Personnel no.

" Pers.No|Name |

K1 ) | ¥

|qE Stop participation "6!{' Display Plan ] Error List
1D number [ [Validity period [Action |Date [
3 EMedicaI
D B: Lifé
® == | |5 Gaeiee
EReEIC I

U [ Pa30 B sapetr [INS | [ 7

15. As required, complete/review the following fields:
Field R/O/C Description
Personnel no. Required Enter personnel number of employee whose plan
is to be terminated.
Example:
1260
16. Click Medical P []Medical to view health plan.
17. Click to place a check in the Medical box field < [ Medical .
18. Click Stop participation {QE] Stop participation I
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Information
I@Information

.......................................................................

coverage. This employee will not be offered COBRA

19. Ciick Continue ¥

Termination of Plan Participation

[ Termination of Plan Participation
Plan type | [_|
Medical (4]
=]
(4]
[~]
[Jl]I (][]
I@ Stop participation I

20. ek Stop participation ‘Q Stop participation |
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Termination of Plan Participation

I[I?Termination of Plan Participation /

21. Click Continue .
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None
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You have successfully completed a Cancellation.
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